Practicing CPA, vol. 8 no. 8, August 1984 by American Institute of Certified Public Accountants (AICPA)
University of Mississippi 
eGrove 
Newsletters American Institute of Certified Public Accountants (AICPA) Historical Collection 
8-1984 
Practicing CPA, vol. 8 no. 8, August 1984 
American Institute of Certified Public Accountants (AICPA) 









An AICPA publication for the local firm
MAKING THE MARRIAGE LAST
Our firm has learned a lot about mergers and ac­
quisitions during the last 15 years. Sometime 
around 1970, we decided that it was essential to 
provide opportunities for our young staff members 
if we were to retain them. We concluded that this 
could be accomplished through mergers with or 
acquisitions of other CPA firms. We have subse­
quently made more than 20 downward mergers and 
acquisitions. Some of these experiences have been 
good and some bad. Overall though, we believe that 
this is one of the ways we will survive as a full­
service CPA firm in the years ahead.
We consider that mergers are an effective, profit­
able method of growth for both of the firms in­
volved. In a merger the firms join together, partners 
from both continue in the new entity and all are 
bound by the same partnership agreement. A 
buyout, or acquisition, can also result in growth for 
the acquiring firm, but in this case the selling part­
ners retire (it can provide a good retirement for the 
sellers) or some retire and others continue to 
practice.
Our mergers and acquisitions have been down­
ward, i.e., we have always been the larger firm. In 
such combinations, the larger firm is dominant; the 
smaller firm adopts its partnership agreement and 
follows its management policies.
When two firms of similar size merge, it is known 
as a parallel or "sideways" merger. These are less 
frequent and certainly more complicated, with both 
firms being in a position to effect terms and 
changes.
There is risk to all mergers. All kinds of things can 
go wrong and, in keeping with Murphy's Law, proba­
bly will. First of all, will everyone be able to get 
along? To find out if you would be comfortable with 
the people with whom you are contemplating mer­
ger, try the "Cocktail Party” test. Ask yourself if you 
would be embarrassed if they were at a cocktail 
party with you. If the answer is yes, you probably 
shouldn’t be partners. The people involved must 
share a philosophy—have roughly the same number 
of chargeable hours, salaries and volume per part­
ner. They must be the right ages and enjoy similar 
professional reputations.
From the larger firm’s standpoint, the merger 
must improve its geographic coverage and be in 
keeping with its overall growth plan. The makeup of 
the practices should be similar, or at least comple­
mentary and the quality of the fees should be the 
same.
Why do it? Some of the reasons for the larger firm 
are to obtain additional client base, good people, 
more technical talent and to spread the admin­
istrative load. Adding good people is the most im­
portant reason.
What are the advantages for the firm that is merg­
ing upward? Increased financial stability is one, 
improved quality control is another, and the better 
organizational structure of a larger firm is often a 
third incentive. The ability to attract and provide 
upward mobility for talented personnel is very im­
portant to smaller firms (as it is to us). Staff accoun­
tants must be able to see a future. They want to be 
able to improve their skills and be partners in the 
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Improving the Oral Communication Skills 
of Staff Accountants
Accounting practitioners frequently complain that 
recent entrants to the public accounting profession 
are unable to communicate effectively. Many of the 
newer staff accountants exhibit deficiencies in both 
oral and written communications. However, practi­
tioners often view the development of skill in oral 
communication to be a more formidable task than 
training staff members to write effectively. Mindful 
of this problem, practitioners may find that staff 
members benefit from
□ Attending formal continuing education pro­
grams devoted to the development of oral com­
munication skills. Such programs are offered 
through the AICPA, many state CPA societies, 
and the continuing education departments of 
local universities. Aside from readings and lec­
tures, such programs typically include live role 
playing exercises for the purpose of refining the 
participants ability to communicate orally.
□ Becoming actively involved with their state 
CPA society and other professional or com­
munity organizations. Beyond attendance at 
meetings, active involvement should encom­
pass opportunities to speak either in an infor­
mal setting, such as in committee work, or 
through formal speeches and presentations.
□ Periodic technical update workshops wherein 
they are responsible for oral presentations con­
cerning recent accounting, auditing and tax 
developments. For example, the firm can 
schedule a technical update workshop to meet 
for approximately three or four hours every 
other month. Two weeks prior to the workshop, 
each staff member can be assigned responsibil­
ity for a significant development affecting the 
profession, such as a recent SAS or FASB pro­
nouncement. Each workshop participant 
should be responsible for preparing and deliv­
ering a brief presentation concerning the im­
portance and implications of his or her 
assigned pronouncement. Although the ses­
sions would be designed to offer staff members 
the opportunity to practice oral communica­
tions, the workshop approach also serves as a 
useful forum to keep the staff abreast of current 
developments.
□ Being given reasonable opportunities to attend 
engagement meetings and discussions with 
client management. Initially, newer staff 
members may be limited to observing the 
accountant-client process of communication 
and interaction at these meetings. Thereafter, 
the staff member should be given encourage­
ment to contribute to the discussions with cli­
ent management, but rather than risk an 
awkward situation, the firm should be certain 
to inform the staff member in advance of such 
client meetings.
□ Feedback—the most important aspect in the 
development of oral communication skill. 
While the feedback mechanism does not have 
to be elaborate, constructive criticism should 
be provided concerning suggestions for im­
provement and the extent of progress. An infor­
mal evaluation process is sufficient to identify 
and help the staff accountant overcome com­
munication deficiencies. Also, the communica­
tion strengths of staff members should be 
acknowledged in order to help increase their 
self-confidence.
The development of effective oral communication 
skills, as with any skill worth acquiring, requires 
effort and patience. The ability to speak effectively 
is a personal skill. Therefore, accounting practi­
tioners must be prepared to accept progress that is 
usually very gradual. Keep in mind that the time 
and effort spent to upgrade the abilities of the staff 
is a wise investment since a staff of skilled personnel 
is essential if a public accounting practice is to be 
successful. □
—by Frank R. Urbancic, DBA, CPA 
College of Business Administration 
University of Southwestern Louisiana 
Lafayette, Louisiana 70504
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Highlights of Recent Pronouncements
FASB Statements of Financial 
Accounting Standards (SFASs)
No. 79 (February 1984), Elimination of Certain Dis­
closures for Business Combinations by Nonpublic 
Enterprises
□ Amends APB Opinion no. 16, Business Com­
binations, to eliminate the requirement for 
nonpublic enterprises to disclose pro forma 
results of operations for business combinations 
accounted for by the purchase method.
□ Effective for financial statements for fiscal 
years beginning after December 15, 1983. Ear­
lier application is permitted in financial state­
ments that have not previously been issued.
No. 78 (December 1983), Classification of Obliga­
tions That Are Callable by the Creditor
□ Amends ARB no. 43, chapter 3A, "Current As­
sets and Current Liabilities," to specify the 
balance sheet classification of obligations that, 
by their terms are or will be due on demand 
within one year (or operating cycle, if longer) 
from the balance sheet date. Also specifies the 
classification of long-term obligations that are 
or will be callable by the creditor either be­
cause the debtor's violation of a provision of the 
debt agreement at the balance sheet date 
makes the obligation callable or because the 
violation, if not cured within a specified grace 
period, will make the obligation callable. Such 
callable obligations are to be classified as cur­
rent liabilities unless the creditor has waived 
or subsequently lost the right to demand re­
payment for more than one year (or operating 
cycle, if longer) from the balance sheet date; or, 
for long-term obligations containing a grace 
period within which the debtor may cure the 
violation, it is probable that the violation will 
be cured within that period, thus preventing 
the obligation from becoming callable.
□ Effective for financial statements for fiscal 
years beginning after December 15, 1983 and 
for interim accounting periods within those 
fiscal years.
No. 77 (December 1983), Reporting by Transferors for 
Transfers of Receivables with Recourse
□ Specifies that a transferor ordinarily should 
report a sale of receivables with recourse 
transaction as a sale if the transferor surren­
ders its control of the future economic benefits 
relating to the receivables; the transferor can 
reasonably estimate its obligation under the 
recourse provisions; and, the transferee cannot 
return the receivables to the transferor except 
pursuant to the recourse provisions. If those 
conditions do not exist, the amount of proceeds 
from the transfer should be reported as a 
liability.
□ Requires that the transferors financial state­
ments disclose the proceeds to the transferor 
during each period for which an income state­
ment is presented; and, if the information is 
available, the balance of the receivables trans­
ferred that remain uncollected at the date of 
each balance sheet presented.
□ Effective for transfers made after December 31, 
1983, including those made pursuant to earlier 
agreements.
No. 76 (November 1983), Extinguishment of Debt
□ Amends APB Opinion no. 26, Early Extinguish­
ment of Debt, to make it apply to all extinguish­
ments of debt, whether early or not, other than 
those currently exempted from its scope, such 
as debt conversions and troubled debt restruc­
turings.
□ Specifies what shall be considered an ex­
tinguishment of debt. Debt shall be considered 
extinguished for financial reporting purposes 
if the debtor pays the creditor and is relieved of 
all its obligations with respect to the debt; the 
debtor is legally released from being the pri­
mary obligor under the debt either judicially 
or by the creditor and it is probable that the 
debtor will not be required to make future 
payments with respect to that debt under any 
guarantees; or, the debtor irrevocably places 
cash or other assets in a trust to be used solely 
for satisfying scheduled payments of both in­
terest and principal of a specific obligation and 
the possibility that the debtor will be required 
to make future payments with respect to that 
debt is remote.
□ Effective for transactions entered into after De­
cember 3, 1983.
No. 75 (November 1983), Deferral of the Effective Date 
of Certain Accounting Requirements for Pension 
Plans of State and Local Governmental Units
□ Amends FASB Statement no. 35, Accounting 
and Reporting by Defined Benefit Pension Plans, 
to defer indefinitely its applicability to pen­
sion plans of state and local governmental 
units pending further action by the Financial 
Accounting Standards Board.
□ Effective upon issuance retroactive to fiscal 
years beginning after December 15, 1980.
No. 74 (August 1983), Accounting for Special Termi­
nation Benefits Paid to Employees
□ Requires an employer that offers, for a short 
period of time, special termination benefits to 
employees to recognize a liability and an ex­
Practicing CPA, August 1984
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pense when the employees accept the offer and 
the amount can be reasonably estimated.
□ Applies to special termination benefits offered 
after June 30, 1983. Restatement is permitted.
No. 73 (August 1983), Reporting a Change in Account­
ing for Railroad Track Structures
□ Amends APB Opinion no. 20, Accounting 
Changes, to specify that a change to deprecia­
tion accounting from retirement-replacement- 
betterment accounting shall be reported by 
restating financial statements of all prior peri­
ods presented.
□ Effective for changes made after June 30, 1983.
FASB Interpretation
No. 37 (July 1983), Accounting for Translation Adjust­
ments upon Sale of Part of an Investment in a Foreign 
Entity (interprets SFAS No. 52).
Statements on Auditing Standards
No. 48 (July 1984), The Effects of Computer Process­
ing on the Examination of Financial Statements
□ Supersedes SAS no. 3, The Effects of EDP on the 
Auditor’s Study and Evaluation of Internal 
Control.
□ Amends SAS no. 22, Planning and Supervision, 
to include additional planning considerations 
as a result of computer processing.
□ Amends SAS no. 23, Analytical Review Pro­
cedures, to include consideration of computer­
generated data as a factor when planning and 
performing analytical review procedures.
□ Amends SAS no. 1, section 320, The Auditor’s 
Study and Evaluation of Internal Control, by 
1 Describing the characteristics of computer 
processing which may have an effect on in­
ternal control.
2 Recognizing that classifying controls into 
general and application has no effect on the 
objective of internal accounting control.
3 Adding a discussion of the interdependence 
of control procedures.
Examples related to the use of computer pro­
cessing are also added.
□ Amends SAS no. 31, Evidential Matter, to clar­
ify that audit evidence is not affected by the use 
of computer processing. Only the method by 
which the auditor gathers that evidence can be 
affected.
□ The amendments of the entire statement are 
effective for examinations of financial state­
ments for periods beginning after August 31, 
1984. Earlier application is encouraged.
No. 47 (December 1983), Audit Risk and Materiality 
in Conducting an Audit
□ Provides guidance on the auditors considera­
tion of audit risk and materiality when plan­
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ning and performing an examination of finan­
cial statements in accordance with generally 
accepted auditing standards.
□ Effective for examinations of financial state­
ments for periods beginning after June 30, 
1984.
No. 46 (September 1983), Consideration of Omitted 
Procedures After the Report Date
□ Provides guidance on the considerations and 
procedures to be applied by an auditor who, 
subsequent to the date of his report on audited 
financial statements, concludes that one or 
more auditing procedures considered neces­
sary at the time of the examination in the cir­
cumstances then existing were omitted from 
his examination of the financial statements, 
but there is no indication that those financial 
statements are not fairly presented in con­
formity with generally accepted accounting 
principles or with another comprehensive 
basis of accounting.
□ Effective as of October 31, 1983.
Statement on Standards for
Accounting and Review Services
No. 5 (July 1982), Reporting on Compiled Financial 
Statements
□ Amends the reporting standard and example 
set forth in paragraphs 14(a) and 17 of State­
ment on Standards for Accounting and Review 
Services no. 1.
□ Applies to periods ending on or after December 
31, 1982.
Statements on Standards for 
Management Advisory Services
No. 3 (November 1982), MAS Consultations
□ Provides guidance on the application of cer­
tain of the general standards set forth in 
SSMAS no. 1, Definitions and Standards for 
MAS Practice, to MAS consultations.
□ Establishes certain technical standards ap­
plicable to MAS consultations.
□ Applies to MAS consultations occurring after 
May 1, 1983.
No. 2 (November 1982), MAS Engagements
□ Provides guidance on the application of cer­
tain of the standards set forth in SSMAS no. 1 
to MAS engagements.
□ Discusses the nature of MAS engagements, 
professional competence, planning and super­
vision, sufficient relevant data, role of the prac­
titioner, understanding with client, client 
benefit and communication of results in MAS 
engagements.
□ Applies to MAS engagements undertaken on or 
after May 1, 1983. □
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Making the Marriage Last
(Continued from page 1)
next seven to ten years. A merger with a larger firm 
can give them exposure to a wider range of clients, 
both in size and type, and enhance their partnership 
prospects. It can also improve the ability of the firm 
to survive the unexpected loss of a key person, and, 
in many cases, enable partners to retire.
Retaining clients is also an important reason for a 
firm to merge upward. Growing clients may out­
grow a CPA firm and require specialized services 
that it cannot provide. Small firms often shy away 
from seeking technical assistance from a very large 
firm. They fear it could be a case of letting the fox 
into the chicken coop. Instead, a merger with a 
slightly larger firm that has a staff with the requisite 
experience is viewed as an attractive alternative.
There are reasons against upward mergers, too. 
Senior partners may lose some of their personal 
independence, some may lose status or their relative 
authority may be diminished. Perhaps most part­
ners are happy with the firms present size and con­
tent with the income and professional challenge it 
provides. In a few instances, some partners may 
have outside investments and activities that are not 
compatible with the larger firm’s policies.
The point to keep in mind is that if people are 
generally happy with the firm in its present state, 
don’t merge. Things do change when you merge— 
especially when you merge upward. There are more 
rules and some people just don’t function in an 
organized, structured environment. In other words, 
"if it ain’t broke—don’t fix it.”
Making it happen
If you have reached the conclusion that a downward 
merger might be a suitable move for you to make, 
the first thing you have to do is to find firms that 
might make suitable merger partners. Although we 
have never used one, merger brokers are one source. 
Their fees are typically 10 percent of one year's vol­
ume of the firm that is merging upward. We find that 
advertisements in the Journal of Accountancy are an 
excellent source; also, having a wide range of ac­
quaintances in the profession and being known as a 
firm interested in downward mergers are signifi­
cant factors in our ability to find suitable firms.
It is very important to find out the real reason 
why the other firm wants to merge. This is not 
always the reason stated because the partners some­
times think that if you knew the real motives you 
wouldn’t be interested. Keep in mind that if all is 
well, they probably wouldn't be talking to you any­
way. So find out the problems before the merger and 
determine whether or not these can be solved so as 
to avoid trouble later. Currently, one of the main 
reasons to merge is because of concern about the 
future in our rapidly changing profession. There is 
strength in numbers.
Information to evaluate
You must obtain all pertinent financial data and tax 
returns. It is amazing how often this information is 
not available. Watch out if it isn’t. Look at the leases 
and other contracts, client information (such as fees 
and the nature of the practice), and study the history 
of the firm, its partnership agreement, profit shar­
ing, retirement and benefit plans.
At your first meeting, find out the quality and 
number of staff members. Sometimes staff will 
leave after a merger because people think the part­
ners are selling out. Work out the financial arrange­
ments and determine both the short-run and the 
long-run expectations. Individual partner roles are 
very important. Put it all on the table—the role of 
the senior partner, special duties of any partner who 
retires early, etc. Neither side wants any surprises 
after the merger.
We give the other firm our partnership agree­
ment, partner manual, profit-sharing and long- 
range plans to look over. At this stage, only one 
person from each side is involved in the negotia­
tions. Then we hold a second meeting with all their 
partners present so that we can solve any individual 
problems. Once these issues are settled, we then 
deal with the specifics concerning financials, man­
agement, etc. At this point, their senior partners 
might decide to retire or come in as special partners. 
And of course, not all of them will necessarily be 
right for our firm, anyway.
Once past this stage, quality is the next item on 
the agenda. Any firm with whom we are having 
merger negotiations is subjected to an extensive 
review by our director of professional practice. We 
are particularly interested in the quality of the 
firm’s work and the quality of the fees and clients. 
What we find helps us determine what our staff 
needs will be and can influence various aspects of 
the management plan, especially the question of 
whether or not to transfer personnel to the new 
office. In our firm, the approval of a merger is a very 
delicate operation. The partnership board reviews 
the prospectus and votes—approval requires a two- 
thirds affirmative vote. This is not an easy meeting.
The above mentioned stages are 
relatively easy compared with what comes 
next—making the merger work
To begin with, you must have a management struc­
ture that will make the merger work. When we first 
started merging with other firms, we termed the 
combined operations mergers but, in fact, managed 
Practicing CPA, August 1984
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the new offices like acquisitions. It just did not work. 
You must integrate the partners into the total firm 
as fast as you can.
Our firm operates with a seven-person board 
(which acts like an executive committee) only two 
members of which are original partners in the firm. 
New board members are elected each year for a 
three-year term. The board controls the firm, ap­
points the managing partner and director of opera­
tions, approves mergers and profit shares. (Our 
profit sharing plan is based on performance, not 
seniority, so high-performing, young partners love 
it.)
All of our operating and professional policies are 
in writing. It must be this way to avoid arguments. 
There is utter chaos unless people know what is 
expected. We are members of the AICPA division for 
CPA firms, which requires us to have a quality con­
trol document and procedures to implement pol­
icies. We have successfully passed two peer reviews 
and members of our firm are active in the AICPA and 
state society. We need all of these things to make 
ourselves attractive to other firms.
In a buyout, as opposed to a merger, the clients 
and staff of the other firm join us but the partners do 
not. We are therefore not as concerned about part­
ner personality as is the case in a merger. However, 
the staff is important and we really have to know 
what we are getting. Good people attract good cli­
ents and a good staff is the key to continuity. Find 
out if key people are tied to a noncompetition 
agreement.
When looking at a possible acquisition, we care­
fully consider the working capital needs, profit po­
tential and cash flow because the practice must 
generate sufficient revenue to pay both our partner- 
in-charge and the seller. We prefer to buy a practice 
in a town where we already have an office, because if 
it folds in to our existing practice, there is a much 
better profit potential.
Why does someone sell a practice?
Often, in one/two partner firms there is no succes­
sion plan and the most common reason to sell is so 
that the partners can retire. Sometimes the reason 
is concern for client service. This is frequently be­
cause the staff is not up to par which, in turn, is a 
sound reason for always carefully evaluating the 
personnel before buying a practice.
There are several ways to purchase a practice. It 
can be done on a retained fee basis (per client). This 
way you don’t pay for clients that leave. However, it 
may result in your paying for services that you have 
initiated. A good method for the buyer is to pay the 
lower of sellers fees or acquiring firms’ fees in a base 
period. One can pay a flat amount. This is a gamble 
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In an article, "Mergers—Opportunities Un­
limited” that appeared in the September 1979 
issue of the Practicing CPA, Sidney F. Jarrow, a 
Chicago practitioner, mentioned that despite the 
advantages mergers may offer, sometimes there 
are psychological reasons why practitioners are 
hesitant to go through with one. Basically, the 
examples Mr. Jarrow gave are that
□ The partners may think the present practice 
provides enough psychic and financial 
rewards.
□ Senior or older partners may be reluctant to 
give up some of their responsibilities and 
decision making prerogatives.
□ Some of the younger partners may not wish 
to lose status and become managers or prin­
cipals of the new firm.
□ Egos may be deflated if the new firm does not 
include the names of all partners.
Keep in mind that the most important ingre­
dient to the success of any firm is the chemistry of 
the partners and the environment they provide in 
which to motivate the staff.
but can work out well in times of high inflation or 
when you acquire a practice that hasn’t been ser­
viced properly.
As in a merger, it is very important to have a 
quality review and to determine staffing require­
ments. Keep in mind that with the partners gone, 
the staff will be the key to client retention. A non­
competition clause may be the most important ele­
ment in the purchase agreement and should apply 
to all staff as well as the sellers.
We firmly believe that mergers and buyouts can 
be an effective method of growth that, perhaps, any 
firm of under $1 million in gross revenues should 
seriously consider. With some practitioners seeking 
a way to retire through the sale of their firms and 
others seeking the greater professional challenges 
that a larger firm can offer, there are opportunities 
everywhere.
Perhaps the most essential ingredient to making 
the marriage last is a shared philosophy of what the 
combined entity should be. We think this is more 
important than ever now, as our recent combina­
tions have tended to be less with practitioners want­
ing to sell out and more with those seeking greater 
challenges. Just reassure the clients. Have a social to 
let them know the partners have not sold out, and 
that they are still there ready to provide even better 
services. □
-by J. Curt Mingle, CPA
Peoria, Illinois
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The Role of the Firm Administrator
There is a difference between firm management and 
firm administration. Management involves firm­
wide policy setting, problem solving and decision 
making. The implementation of those policies, deci­
sions and solutions to problems come under the 
heading of administration. While the managing 
partner has the ultimate responsibility for both, 
much of the administrative workload can be han­
dled by a firm administrator.
In a presentation at the accounting firm admin­
istrators’ conference in Philadelphia recently, Ray­
mond L. Malseed, a practitioner in that city 
described some of his experiences. These included 
periods of rapid growth and several mergers and 
demergers. The net effect of all this activity, plus the 
need to maintain client service, was that the admin­
istration of the firm suffered. Ultimately, the part­
ners decided that the best solution to their problems 
was to appoint a firm administrator.
This proved fairly satisfactory. However, Mr. Mal­
seed said that at first no one knew how much respon­
sibility and authority the administrator should have 
and this caused a number of problems. After what 
was essentially a learning experience for everyone, 
the firm administrator was made a member of the 
management team and given the authority she 
needed.
Mr. Malseed says it is essential that the partners 
agree that the administrator will have sufficient re­
sponsibility and authority and that there must be 
communication among the partners, the admin­
istrator and the staff. Their firm administrator 
makes many decisions including the hiring and ter­
mination of support staff, evaluating performance 
and promotions and maintains personnel records 
on everyone, including the partners. This experi­
ence in dealing with people has led to some involve­
ment in the hiring of professional staff members. In 
the course of his presentation, Mr. Malseed men­
tioned many other assignments handled by their 
firm administrator. These include total involvement 
in scheduling, keeping close tabs on time sheets and 
some decision making in the area of accounts re­
ceivable. “The results of having an administrator do 
this work,” says Mr. Malseed, "is that the partners 
get out into the field more, their chargeable hours 
are up and the firm is more profitable.”
There are many other ways firm administrators 
can lighten partners’ workloads. In another presen­
tation at this conference, Eugene M. Cohen, a Seat­
tle, Washington consultant to CPA firms, explained 
that the position might by likened to that of director 
of operations for a small corporation. The director, 
or in the case of a CPA firm, the administrator, 
assumes responsibility for coordinating and 
organizing work on a day-to-day basis.
Mr. Cohen said that, overall, the job calls for plan­
ning and anticipation so that problems can be 
avoided rather than reacted to or solved. Also, Mr. 
Cohen sees the job as more involved with projects 
and systems development than with grass roots day- 
to-day work.
It is essential that the administrator operate with 
autonomy in the implementation of policies and 
decisions. This should include having full control of 
the administrative staff, forming it into a cohesive 
unit, controlling the flow of work between people 
and making recommendations on any reorgan­
ization that might be necessary.
The administrator should work closely with the 
managing partner and assume as many of the ad­
ministrative tasks as possible so that the managing 
partner has mainly oversight responsibilities. Mr. 
Cohen suggests that the administrator act as liaison 
between management and staff and between inter­
nal firm committees.
There is also a role for the administrator in the 
firm’s CPE program. While this does not include 
involvement in the development of technical mate­
rials, Mr. Cohen says that the administrator can 
determine the appropriateness of outside courses or 
the curriculum for in-house CPE and can keep track 
of everyone’s hours. The firm’s recruiting efforts of­
fer another possibility. The administrator can main­
tain university contacts, coordinate and take part in 
on-campus interviews and all the follow-up inter­
views at the firm’s office.
The administrator can help the firm plan for the 
tax season by coordinating and monitoring ac­
tivities such as the
□ Hiring of additional staff.
□ Planning and holding of pre-season seminars.
□ Development of the requisite forms.
□ Scheduling of tax return preparation and 
review.
□ Relationships with computerized tax services.
□ Post tax season critique.
The day-to-day management of the firm’s physical 
plant, offices, library, conference rooms, etc., can 
also be the administrator's responsibility. Such re­
sponsibilities in this area might include rec­
ommendations on office decoration, the purchases 
of furniture and equipment and contacts with the 
building's managers.
When it comes to finance and record keeping, the 
firm administrator can approve all expense reports, 
sign all paychecks other than the partners’ and sign 
all other firm checks up to a limit of, say, $5,000. 
Other tasks could include the firm’s bookkeeping, 
and the preparation of payroll and payroll reports,
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financial statements, annual budget and deprecia­
tion schedules. The firm administrator could also be 
responsible for supervising the timekeeping system, 
coordinating monthly billings and statements and 
assisting with the collection of overdue accounts.
The administrator can help in the development of 
the firm's publications, promotional materials and 
programs. These duties would include the produc­
tion brochures, manuals and newsletters, issuing 
press releases, and arranging meetings, seminars 
and social events.
In her conference presentation, Betsy Morris, edi­
tor of CPA Administrative Report, pointed out that 
the U.S. workforce is aging—a trend that will 
worsen the current entry-level labor shortage. Ms. 
Morris says that, nationally, many positions such as 
that of secretary go unfilled because applicants are 
unqualified. She thinks administrators should con­
sider hiring semiretired or older people as opposed 
to only thinking of school leavers for entry-level 
support positions. They are more mature and con­
tent—which are added inducements.
Part-time workers have historically been viewed 
as less committed. However, this is not necessarily 
true. They are another possibility, as is job sharing, 
e.g., two women doing the work of one receptionist. 
Job sharing appeals to some employees such as 
mothers with young children, and senior citizens 
because if offers flexible hours. The firm can benefit, 
too, from less turnover and reduced absenteeism. 
But to work, the team members must be compati­
ble, equally skilled and able to agree on division of 
work, hours and fringe benefits.
More women are becoming business owners and 
more are entering the accounting profession. The 
changes they are forcing on the profession will affect 
women in support positions too. With expectations 
rising, Ms. Morris thinks that administrators will 
have to think of ways to boost morale and make 
support positions more attractive.
To be motivated, women in clerical positions want 
not only interesting, challenging work but a job that 
lets them develop their abilities and gives them a 
chance for advancement. Adequate pay and recogni­
tion for work well done are also important but to be 
content with their jobs, a pleasant, healthy and safe 
office environment in a good location are require­
ments. Ms. Morris suggests encouraging staff to be­
come computer competent and to develop career 
paths. In addition, attendance at seminars and 
workshops will help people achieve personal 
growth and self development. □
American Institute of Certified Public Accountants, Inc.
1211 Avenue of the Americas




American Institute of 
Certified Public Accountants
